
POSITION: LOCATION:

OFFICE: DATE OF ANNOUNCEMENT:

CONTACT: FILE BY:

DUTIES:

DESIRABLE QUALIFICATIONS:

SELECTION CRITERIA:

PS 318 (2/97)

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

EMPLOYMENT OPPORTUNITY
TELECOMMUNICATIONS DEVICE FOR THE DEAF:  Call via California Relay
Service (from TDD) - 1(800) 735-2929 directly to the listed contact person, or
contact the Equal Employment Opportunity (EEO) Office at (916) 657-2326
V/TDD.

Reasonable Accommodations are available upon request through the listed
contact person.

AN EQUAL EMPLOYMENT
OPPORTUNITY EMPLOYER
FOR ALL REGARDLESS OF
SEX, RACE, CREED,
NATIONAL ORIGIN, 
RELIGION, ANCESTRY, 
DISABILITY, AGE, MARITAL
STATUS OR SEXUAL
ORIENTATION.


	position: OFFICE TECHNICIAN - TYPING
	location: 8745 FOLSOM BLVD., STE. 230
SACRAMENTO, CA 95826
	date: 9/18/06
	duty: THIS POSITION IS UNDER THE GENERAL SUPERVISION OF THE ADULT PROGRAMS OPERATIONS BUREAU (APOB) CHIEF (SSMII).  THE INCUMBENT FILLING THIS POSITION WILL ASSUME FULL RESPONSIBILITY FOR ASSIGNED PROJECTS AND PERFORM ALL DUTIES NORMALLY REQUIRED OF A SECRETARY; INCLUDING HANDLING SENSITIVE AND DIFFICULT TELEPHONE CALLS FROM THE PUBLIC, SCREENING, DISTRIBUTING AND MANAGING OF INCOMING ASSIGHMENTS, REVIEWING AND PROOFING OF FINISHED PRODUCTS, ETC.
	qualification: PERSON WHO IS INTERESTED IN WORKING WITH THE ELDERLY AND DISABLED POPULATIONS TO IMPROVE THE QUALITY OF LIFE FOR THOSE WHO NEED SERVICES TO REMAIN INDEPENDENT IN THEIR OWN HOME AND SUPPORT AND SERVICES FOR THOSE WHO HAVE BEEN ABUSED OR NEGLECTED.  IF YOU WOULD LIKE TO BE PART OF THAT EFFORT TO MAKE A DIFFERENCE IN THE LIFE OF THE ELDERLY AND DISABLED BECOME A TEAM PLAYER.
	criteria: ONLY THE MOST QUALIFIED CANDIDATES WILL BE SELECTED FOR AN INTERVIEW.
	office: ADULT PROGRAMS OPERATIONS BUREAU
	fileby: 10/02/06
	Contact: YVONNE B. HERNANDEZ OR
TIFFANIE SILVA
(916) 229-4000


